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REPORTS, RELATED PAYROLI, REPCRTS

Lt

{Eifective = 12 July 1988)

i. GERERAL

Dotailed instructions are aet forth haveis for the pré-
paration of Tiwe and Attendance Reports, Fogm 20, and related
payroil documents. These imstructions are inteuded for the
ugs of Administrative Officers snd individuals designated to
meiztain Time and Attendsmce Reports. Paracnnel for vhown
T sad A’ are maint , ‘
and lesve to the sAdminigtrative Officers and T sod A
Clrerks bofore yed ng the gquestions to Hesdguarterw.
Documentetion, quastions, revised W-4's for fax femptions,
ete., roferred to Headguarters ghould include referecce o
the employee’s payroll mumber which will be found om both the
Timo sad Attendance Report Contrel iList and the Employee
Statemsnt of Barnings, Deductions, sad Loave Balanse®, In
addition to the amployee receiving a statement of his curreat
jeeve balapces, the aduimistrative office will be provided
with 2 machine listisg of such leave balancss sach pay period,

3, TIME AND ATTRMDARCE REPORT CORTROL LIST

8. A Time sand Attendance Report Control List of names of

enployess will be furaished at the end of sach pay period
. snd uzually at the sems tine payroll checks foy the preé-

vicous pay period are distributed emch pay day. This list
gives the names of all enployees who vere on the payroll
for the single pay period concerned. Esployess on this
1ist are referrsd to herein as employees vof record”. The
T & A Clerk responsible for utilizing, amending, and

returning this Control List will add a notatiom on the 1list

after any name foxr whom there i3 no T & A4 Report to be
roturned, indicating dats as appropriate, such as separa-
tion, date, etc. Whem the namea of employses who have
entered on duty or have recently transferred to the
- e not on the printed 1list, the T & A Clerk
responsible for the list will add the nanes at the end of
the limt., Al2 T & A Eeports must be checked agains® this
1ist upon cuapletion of the pay period, Also, the total
at the ond of all nsres listed thereon ghall be corrected

to reflect the total mumber of Tiwe and Attendance Reporte,

Forms 20 (MANILA and YELLOW) which are actually heing
forwarded to Headguarters., Supplemental or amended T & A
Reports are not to be includsd on the list or inm the total
nunber . —
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b. All Control Lists,together with the related T & A Reports,
aust be deliveraed to Headquarters® payroll office not
1ster than 1200 hours on the Tueaday immediately following
the end of esch biweaekly pay period.

$. TIME AND ATTENDANCE REPORTS - GENERAL

a. Time and Attsndance Report, Form 20, will be used for
reporting time and attendance for employesss paid by Head-
quarters, The MARILA Form 20 will be used to report tine
and attendance for each individual "of record". The
YELLOW Form 20 will be used to report time aand attendance
for nev employees not yet "of record"” and to make supple-
mental or smended reports of time and attendance for
employees of record. The MANILA Form will be provided to
the Time and Attendance Clorks with basic information
preprinted thereon, but the YELILO¥ Forn must be filled
out oompletely by the Time and Attendance Clexrks. Blank
copies of the YELLOW Form may be obtained from Headquarters,

4., PREPARATION OF TIME AND ATTENDANCE FORM 20 (MANILA)

a. The MANILA Form 20 will be preprinted with names for all
employess "of rscord” as shown on the Time and Attendance
Report Control List. The Time and Attendance Clerk will
post daily to the Time and Attendance Report, Fora 20, to
show regular time and extra time worked, time absent, ‘and
add any remsrke necessary or appropriate. Remarks should
be made on the reverse side of the form and attemtion
directed to them by printing "OVER", just above the
eignature of the timekeeper. The Form 20 (MANILA) shall
be coupleted as follows:

(1) Time in Pay Status: Record whole hours of time in
Pay @tatus in tho appropriate column,

(a) From and To: Show inclusive period for any
Tikie worked other than during the regularly
scheduled tour of duty. If the employee is
assigned to an irregular tour of duty, show
&. hom's2 of his tour on the reverse side of

e form.

(b) R/T: Record all whole hours of "regular time",
¥or which the employee is to be paid., lNanually
write the figure "8", or other number of hours
as appropriate, for each regularly scheduled
work day of each pay period. Regular time in
pay status for each biweekly pay periocd will
normaily total 80 houre. Thie total is subject
to reduction by (1) any known LWOP, such 8 an
employeo taking leave (other than sick) during
bhis firast 90 days, (2) days not worked, such as
a2 new omployee reporting after the beginning of
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{c)

{d)

{o)

2 pay period, or (3) an employee tarininating
prior to the end of 2 pay period. DPeriods
of leave (regardless of type) for which the
individual WILL BE PAID do not reduce the
number of hours of regular time in pay status
to be reported. The importance of entering
each day the corréci number of hours oF &11
iime worked and time absent is stresgod as a

Yyary vital part of the time and attendance

£ggortiggmgrocosse

O/T: BRecord all whole hours of overtime work
performed for the period for which the asmployee
is to be paid. & bresk of at least 4 hour
normally gg?ﬁld be taken when an employee is
vorking more than four hours imnsdiately
following a regularly scheduled tour of duty,
or when working more than six hours on his
regular day off, (Overtime hours reported
will be used by the payroll clerk when necessary,
to na?e up 40 bourn of regular time in a worke
veak,

H/D: Becord all whole hours of work performed
Gélween 18C0 and 0600 hours during & regulariy
acheduled tour of duty as night differential.
General Schedule (GS) employess are paiad night
differential for only those hours in pay status

their regularly scheduled tour of duty and will
be paid N/ when there is less than aight hours
of leave with pay used duriag the two week pRy
pexriod. VWhen 2 GS employes is absent eight bours
or more, during the pay period, he will be paid
K/D for only those night differential hours

- actually worked.

UNGRADED employees who work z regularly
scheduled tour of duty of whieh four Oor more
bhours are betwveen 1300 and 0600 hours, will be
paid for eight hours of N/D for each day in
pay status; if at least half of the tour does
not fall between 1800 amd 0600 hours, they are
paid no N/D. An UNGRADED employee who takes
leave with pay during a tour for which he would
be due N/D will be paid the N/D as if he had
perforned duty during the leave with pay.

#/T : Record as holiday time the whole hours
worked by the employee on a holiday which are

within his regular tour of duty, not to exceed

& hours. Show inclusive bours undor “"From and
maa
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To" for 21l holiday time worked, Time worked
by the empidyed "’m%s" {de o1 his regular tour of
duty on 2 holiday shall be recorded as o/T.
{For employees asmigned to a work week other
then Honday through Friday when neither oY %tha
non-work days is actually a Sunday, the first
day off is in lieu of their Saturday and the
fecond day off is in lieu of their Sunday. A
bholiday falling on their Bunday or on 2 non-
work day deeignated as ir lieu of their Sunday
will be ohmerved on the next work day asg if it
was a Monday,)}

(£} C/T: Record all whole hours of ovortime work
DaT'forned for which it has been determined thet
the euployee will be granted compensatory time
off, rather ther be paid overtimae compensation.
Credit for conpensatory tims cannot exceed the
nunber of hours overtime an employee would be
sntitled to be paid for as overtine.

ABSENT: (¥rom and To). Omit, 28 this information
18 75% required,

TIME ABSENT: Reocord whole hours of absence in the
APPTOPrinte column. Explain on the reverse side of
the form any sbsencea reported in the "Other" column.
Any absence reported as LWOD will proportionately
reduce the number of hours reported as R/T, Refar
to regulations for spscial documentation required
for military leawe, court leave, advanced leave,
AWOL, ete., and gee that appropriate coples of such
documents are forwarded to the Beadguarters payrcll
office at the sane time the Time and Attendance
Reports are delivered, Approvals of advanced leave
uust be appiied for and delivered proaptly to ensure
that the employee is not charged LWOP.

report, the same as for amnual leave, The enployen’s
initials for sick leave also constitute the

euployee’s certification as to his incapacity for
duty. Employees shall initial on the T & A Report
for all sick and annual leave whenever sible and
use 3F¥-71, Application for LeavVe, oyveo is
unavailable for initialling, or for aome other
roason. When sick leave is in exceas of three con~
@ecutive work days, a Standard Yorm T, Application

- -
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for Leave, must be coupleted and be signed by the
smployee if he did not initial the T & A Report for
the period of absence. Also, the doctor’s cortifi-
cate nust be completed on the revarse side of 8F-71
by a physician or preotiticner or a separate state-
ment provided in lieu thereof., If a doctor's
aertificate is not furnished, an axplanatory
statenent must be provided to show the reason for
failure to secure such certificate. Aannval leave
and L¥0P should be applied for irn advance., When
apnual or sick leave sxtends into a subsequent
reporting period, smployees should initial, when
sppropriate, szch report on which the extended leave
is recorded, or a Standard Form 71 will be reguired.
¥her LWOP is teken for an extendad period, the SF-71
must be submitted. If en employes is umable to
apply for leave in persom or to initial the report,
SF.71 muat be used and an appropriate notation made
on the Time and Attendance Report to indicate that
“"8¥-71 will foilow."

{3) PAY PERIOD TOTALS: BEnter the total for each appli-
cable column, Normally, total regular time (R/T)
will be 80 bours, reduced by any knoen charge of
LWOP, (Annual or sisk leave may be converted to
LWOP by the payroll clerk if the individual does
not have sufficient leave credits.)

{8} CERTIFIED COURRECT: Prior to sending the reports to
ors, @ authorised Supervisor or Time~

koepor shall oxamine esch T & A Report to be certain
+that it has been completed accurately, that all forms
or docunants neacessary are prepared, and all required
initials of the individual employses are provided,
then certify the foru. Reports which require
correction or additiomal information may have to be
roturned for corrections. The izmportance of thesme
reports in relation to an individual®s pay and leave
cannot be over-gwphasized., The Time and Attendance

Clerk and the Supery have a very real responsi-

See thit proper repo pach_pay period.
5. PREPARATION OF TIME AND ATTENDANCE REPCRT FORM 20 (YELLOW)

&, The YELILOW Form 20 will be used for reporting time and
attondance for eaployess who have just entered on duty
(E0D) for whom a Form 20 (MANILA) has not yet been pre-~
printed and furnished and whose name consequently is not
on the Time and Attendance Report Control List. The Time
and Attendance Clork will type the basic information om
the Form 20 (YRIIOW) report in the appropriate spaces
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showing the employes‘’s name (firat name, middle mamo or
initial, and last name), pay pesiocd emding date, snd the
flloitment number. Other details of the report of hours
worked and any absences will be made is accordausce with
the detailed instructions for preparation of Pors 30
HAWILA under paragraph 3 above. If the new employos
does not work & full pay period, the R/T hours will begin
with the employee's entrance oz duty date.

The YELIOW Porm 30 will also be wsed to prepare amended
Time and Attendence RBeports whem it is necessary €0
correct or change informsmtion previously furanished to
Headgquarters. Show the employee’s name and employee
payrolil number on the Form 20 YBLIOW $Enctly as they are
shown on the peyroll records. Complete the form to show
ALL details of work or ahsences exactly as they should
have been reported for the emntire period, mot just the
correction or change. Wher used for this purpose, write
"AHENDED" in the blank spéce below the signature of the
Supervisor or Timekeeper. PFlace sny ezplanatory state-
nents or remuris portineant to the amendment on the reverse
side of the form and indicate "OVER" flamediately above the
signaturae, See regulstions onm hours of duty for additionsl
information on supplemental or amended reports. Forms 20
YELLOW used for amendment or supplioment should NOT be added
to the Time and Attendamce Control Report List, but should
be submitted to Headquarters with the batech of regular

T & A Reports, Form 20 MANILA is WOT acceptable for
amendment or supplesent.

When an employee transfers from or to ancther component
the individual responwible for maintaining the T and A
Report Coutrol List shall correct the 1list to show the
addition of the transferred employee’s nsmse, or the dige
gontinuance of the nams, as appropriate. If a preprinted
T and A Report is not avallable to the receiving component,
use Form 20 YELIOW Tor the new employes as instructed in

paragraph Sa.

T and & Reports for employees transferring or resigning
should have their T and A Reports completed by their

rasﬁtivo T and A Clerks through the laast day of duty

ASSRMBLING DOCUMENTS FOR TRANSHITTAL TO HRADQUARTERS

The Time and Attendance Reports Forms 20 MANILA shall be
arranged by the Time and Attendance Clerk in employee
number sequence, which will be the same order as the

w @ o
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omployees are listed or the Control List., Forms 20 YELLOW
for new employeea not previously of record will be arranged
At the END of the batch in the ssme Soguence ag thelr names
have been added to the Comtrol List, Amendments snd SUPPLle
nants will be placed at the back of the entire group of
raporie. Use protective cards st front and back of erch
bateh of the forme, in the same manper in which they are
delivered. Use RUBBER BANDS QR STRING FOR BUNDLING. DO
ROT FOLD, STAPLE ANY ATTACHMENTS THERETO, OB OTHERWISE
HUTYILATE THE FORMS, Forward all SF-71's, Applicztion for
isave, and other pertinent dogcumentation with the Appropri-
ate batck of T & A Reports., A1l individual T & 4 Reports,
ané supporting documenis, piuve the Control Limt shall be
delivered to Hesdguasrters ot the same timoe,

DUE DATE ¥YOR PAYROLYL. REPORTS TO HEADQUARTZRS

AlL T & A Reports snd Control Lists, plus all supporting
docunentation are d@gw@n the Headquarters® payrolil office
By 1300 hours on the Tuesdiy immediately following the end
ol each ay period. ¥hon reportis have not beon recelved
By the Bpedirisd Time it may be necessary to delay salary
rayments to emplovess for whom no raports have bheen
recelved, '

GRANTENG LBAVE 1O WEYW RMDLOYEES

The date mbown on Torm 20 BAWILA, under the honding "Ead
20 Day Poriod”, indicates the wvaiting period for new
enployees. Annual leave cannot be grented prior to this
date, Leave taken prior to this date, other then aick
leave, will be enterad by the Time and Attendance Clerk
as IWOP with an appropriste sdjustment in the R/T hours.
Bick lsave taken by a new employse which exceeds hig
available balance will be converted to LWOP by the payzroll
clerk at Headquarters,

Enployess transferring from another Federal agency are
usually entitled to & trapsfer of ieave credits; kowever,
lsave transcriptis do oot aiways reach the Headguartera®
payroll office promptly. Pending raceipt of 2 leave
transcyript, the records of the payroll office reflact only
the amcunt of lsave credited to the individual since his
date of entrance on duty. In order not to inconvenience
tha smployee, and because there is insufficient time to
trace the leave transeript, up to TEW actual working days
of sick snd/or anmval leave will be honored for those
eaployees for whom it has been establisbad that leave is
to be transferred from amother agency. In such cases, tho
employse must subsit g statoment, atiesting to the fact
that he has a sufficisnt amount of leave available subject
to tramefer and give the name and addreas of the Federal

w T
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agency from which the transcript will be forthcoming.
Such gtatements must be approved by office heads, or
their designated representatives, and forwarded to Head-
gquarters with the Time and Mtendanceli@ﬁorts for the
L2 RE

duringﬁi&ich ‘iéave I?"FTES
possible,
10. DISTRIBUTION AND HANDLING OF SALARY CHECES

Salary checks will be distributed to the officially
designated Payment Clerk A payroll list cone
taining the names of employees w sccompany each group of
checks. The payroll list signed by the Payment Clerk to
ovidence receipt of cheoks and delivery to the listed '
employees must be returmed to Headguarters by the close of
business the second workday foliowing delivery of the checks
to the Payment Clerk. Undelivered checks, accompanied by =
memorandum stating the reason for non—delivary, must be
returned at the same time, The Payment Clerk must exercise
care in the handling of checks in order that they will mot
become lost.

8w
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